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Setting Up a System in Your Files | : 

May 35 
Office Supplies—by Appointment 

What You Should Know About 

Alphabetical Filing (D)........ Aug. 32 
Savings in the Mailroom....... Oct. 11 
Winning Ways with Customer Cor- 

Oct. 39 
A Word to the Nov. 20 
Using Copiers: Four Waysto Save. 

Time, Effort, and Money...... Dee. 5 
Personal Management 
Camping in a Winter Wonderland 

Jan. 22 . 


Make Sure Your Checks Don’t 


Invite Forgery (BB)... Jan. 
Car Burglars, Beware (B)........ Jan. 
Those Winter Dog Days (B)..... Feb. 
What You Can Do About Air Pol-' 

The High Cost of a Cryptic Hand 

Mar. 
Advice for Decision Makers (D).. Mar. 
How to Size Up a Health Insur- 

ance Polley (DD). . Apr 


What the IRS Does with Income 


Fax << Apr. 
When Hearing Fades (D)........ May 
- Of Course Your Feet Hurt! (D).. Jun. 
Planning a Family Budget a... 
Priority ne in the Home 
How to Save Money on Car Costs 
Sep. 


Don’t Be a Target for Crime (D) Oct. 
Managing Your Family’s Vital 
Records (2D)... Nov. 


When Mental Illness Strikes (D).. Dec. 
Planning 

(See also Organization) 
How to Make Plans That Work.. Jan. 
Don’t Do It—Delegate It!....... Apr. 
Baggage Handling: An Aijirline’s 

$2 Million Problem........... Jun 
Cutting Costs: The Plan, the At- 

tack, the Follow-up........... Jul. 
Office Supplies—by Appointment 

The Critical Path Method: What 

It Is, How It’s Used (D)....... Sep. 
In Case of a Wildcat Strike: Guide- 

lines for the Supervisor....:... Oct. 
Better Control Through Better Or- 
Plant and Equipment 


New Trends in Manufacturing 


Jan 

‘Choosing Ear Protectors (D)..... Jan 
Inside the Plant: Put Color to Work 


(A)—Arbitration; (B)—Brief; (C)—Case; (D)—Digest 
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Owls Help Solve Maintenance Di- 

Windmills: They Don’t Squeak 

Like They Used to (B)........ Feb. 27 
The Role of the Fire Brigade in 

Setety Feb. 35 
Company Tools: Handle with Care Apr. 18 
Rope Trick: How to Make a Tough 

Cutting Job Easy (B).......... May 14 
The Causes and Prevention of Elec- 


How Quality Control Led to Cost 

A Foreman Views His Job (D)... Aug. 25 
Work Aug. 39 
Some Safety Tips for Lift-Truck 

Problems of an Assembly-Line 

Problem Solving 


(See also Arbitration; Cases; Cost 
Control; Delegation) 


Six Steps to Better Decisions..... Feb. 2 
“Why Wasn’t I Promoted?’’..... Mar. 12 
Advice for Decision Makers (D).. Mar. 24 
Creative Problem Solving........ May 10 
Managing for Multiple Returns (D) Jun. 26 
The Critical Path Method: What 

It Is, How It’s Used (D)....... Sep. 27 


When the’ Problem Won’t Go 


Away, Try Brainstorming (D).. Oct. 36 
Problems of an Assembly-Line 


Productivity 
(See also Leadership; Methods; Mo- 
rale;- Motivation) 
How to Make Plans That Work.. Jan. 2 
New Trends in Manufacturing 


Inside the Plant: Put Color to Work 


(D 
The Temporary Worker: Help Him 
Make the Most of His Time (D) Apr. 28 


Meatballs and Motivation....... May 2 
Baggage Handling: An -Airline’s 

$2 Million Problem........... Jun. 18 
Managing for Multiple Returns(D) Jun. 26 
Jul. 20 


What Is “Consulting” Supervision? Oct. 19 
Better Control Through Better Or- 


Oct. 28 
How to Be Nice, Though Tough (D) Oct. 31 
The Many Effects of Morale..... Nov. 14 
Promotions 


The Best-Paid Men in the Shop (A) Jan. 21 
“But I Don’t Want to Be a Fore- 


*“‘Why Wasn’t I Promoted?’’..... Mar. 12 
Selecting and Training an Assistant Aug. 10 
It’s All in the Game (B)......... Sep. 8 
How Promotable Are You? (D).. Sep. 32 
A Voluntary Demotion? (A)..... Oct. 15 
Purchasing 
Choosing Ear Protectors (D)..... Jan. 32 
Selecting the Right Office Paperfor 

purpose (79). ........... Feb. 28 
What to Do About. Equipment 

Mar. 34 


Tips on Buying Office Furniture(D) Jul. 38 
How Quality Control Led to Cost 


Public Relations 


. Pity the Unwary Office Guest (D) Jan. 39 


Public Relations: A Capsule Defi- 


Tips on Using a Microphone (D) Sep. 34 
Public Speaking 

(See Meetings) 

Quality Control 


(See also Communication; Cost Con- 
trol; Training) 
Baggage Handling: An Airline’s 
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$2 Million Problem........... Jun. 
Managing for Multiple Returns(D) Jun. 
‘ Cutting Costs: The Plan, the At- 
tack, the Follow-up........... 
How Quality Control Led to Cost 
Aug. 
Proper Training Saves Money (B) Sep. 
Savings in the Mailroom........ Oct. 
Better Control Through Better Or- 
Problems of an Assembly-Line 


Records Management 


Selecting the Right Office Paper for 
Purpose (D)..... es Feb. 
Setting Up a System in ,Your Files 
What You Should Know About 
Alphabetical Filing (D)........ 
Winning Ways with Customer Cor- . 
respondence (D)........ 4 Oct. 
Managing Your Family’ Ss Vital — 
Records 


Safety 


Choosing Ear Protectors (D)..... 
Inside the Plant: Put Color to Work 


What You Can Do About Air Pol- 
The Role of the Fire Brigade in 
Put Safety 
Incident Recall: A Way of Prevent- 
ing Tomorrow’s Accident (D).. 
The Causes and Prevention of Elec- 
May 
Safety and the Younger Worker(D) Jun. 
If Fire Should Strike: Be —_— 


Oct. 
Don’t Be a Target for Crime (D) Oct. 
Some Safety Tips for Lift-Truck 


Mar. 


‘Advice for the New Supervisor... 


Self-Development 
The Best Make the Job Look Easy Feb. 
Your Authority Is What You Make 


Public Speaking: The Key Is Prep- 


*“‘Why Wasn’t I Promoted?’’..... Mar. 
Mar. 


How to Put an Idea Across...... 
Preparing the Course You’re Called 

Upon to Teach... 
How Dictation Can Speed Your 

Report.Writing (D).........%. 4 
The Inner Drive That Marks a Pro May 
Check 
How to Get More ait: out of 

Writing Reports That Lead to Ef- 

fective Decisions. 
What’s Your Leadership Style?... Jun. 
Managing for Multiple Returns(D) Jun. 
Member of the Committee....... Jul. 


Seven -_— to Successful Delega- 


What Makes a Department Hum? Sep. 
He Bowed to His Critics (B)..... - Sep. 
How Promotable Are You? (D).. Sep. 


‘Tips on Using a Microphone (D) Sep. 


How to Be Nice, Though Tough 


Understanding the Newer Termi- 
nology in -_Management Today 
Portrait of a Supervisor......... Dec. 


Special Supervisory Problems 
Grievances: When the Charge Is 
.... 
What to Do When Their Skills 
Aren't Lip 00 POP. . 
Absenteeism: When .the Cause Is 
a: Medical Problem........... 
The India Ink Incident (C)....... 
When the Man and the Job Are 


(A)—Arbitration; (B)—Brief; (C)—Case; (D)—Digest 
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Jul. 14 
eee Jul. 20 
- Does Your Office Have a Notary 
Jul. 31 
Employees Who Use Drugs: A | 
Growing Problem (D)......... Jul. 34 
An Employee’s Role: The Impact 
of Three Different Views...... Aug. 18 


_In Case ofa Wildcat Strike: Guide- 
lines for the Supervisor..... 

Problems of an Assembly-Line 

‘Supervising Mentally Handicapped 


How Do Attitudes Change? (D).. Nov. 40- 
Technology 
also Computers) 

What Is Facsimile Transmission? 

Windmills: They Don’t Squeak 

Lime Used Feb. 27 
Metal with a Memory (B)...... . May 21 


No ee to Cry over Spilled Oil(B) Nov. 39 


Training | 
(See also Communication; Delega- 
tion; Employee Development; Safety) 
Grievances: When the Charge Is 


What to Do When Their Skills 

Pari. .6......... Feb. 21: 
The Role of the Fire we in 

Preparing the Course You’re e Called 


Company Tools: Handle with Care Apr. 18 
Teach Them to Be Self-reliant (D) May 39 
Mission: Difficult (B)........... Jun. 10 
Safety and the Younger Worker(D) Jun. 35 
The Serious Games We’re Playing 


& Jun. 38 
Will Job Rotation Work in Your 


Selecting and Training an Assistant Aug. 10 
A Foreman Views His Job (D)... Aug. 25 


If Fire Should Strike: Be Prepared 


Selecting and Training a Secretary Sep. 
Proper Training Saves Money (B) Sep. 


)—A rbitration; (B)—Brief; (C)—Case; (D)—Digest 
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Aug. 


Savings in the Mailroom........ Oct. 11 
For Safety’s Sake: Fireon Stage(B) Oct. 14 
Supervising Mentally Handicapped 
Nov. 16 
Discipline as Corrective Action(D) Nov. 36 
The Importance of On-the-Job 
Turnover 
(See also Dismissal) 
Why Do They Quit? (D)........ Jun. 32 
The Girl Friday Exodus (C)..... Sep. 42 
Facts and Fallacies About Em- 
Oct. 4 
Workers, Special Groups 
(See also Hard-Core Employees) 
What’s Different About the New 
Jan. 16 
- The Temporary Worker: Help Him 
Make the Most of His Time (D) Apr. 28 
Some Guidelines for Men Who. 
Safety andthe Younger Worker(D) Jun. 35 
Supervising Mentally Handicapped 
+. Nov. 16 
Writing 
(See also Communication) 
How to Put an Idea Across...... Mar. 18 
How Dictation Can Speed Your | 
Report Writing (D)........... Apr. 39 
Do Your Instructions Get Lost in 
May 16 
Writing Reports That Lead to Ef- 
fective Decisions. ............ 2 
How to Write an Accurate Job 
Winning Ways with Customer Cor- 
Oct. 39 
A Word to the Wise............ Nov. 20 


37 


